525 E #h 2o ERES : CNFJ-NO1CP-08-03
/ E I A Announcement No.
SEHmA: 22 Apr 03
VACANCYANNOUNCEM ENT Closing Date P
RTH: 8 Apr 03
Date of Issue
1.E&FE 4 Job title (%4 Grade 4 /" FBFEHK LAD3) SEAH 4. EHBH ArcaofConsideration
No. of Recruitment | [X] IH MLC/ITHA Rt %8 (%ﬁﬂ?m)
Oﬂice Automatlon Clerk #606 Current MLC/THA Employ ee within Activity
14 X 3 MLC/IHA ¢ % BCEHEM)
X EER O HEeR O BRE% O EE% Current MLC/IHA E/r\npl()};lee in commuting distance
Administrative ~ Blue Collar Trade Security Medical O |MLCHAGERE(2EH *E?
- Current MLC/THA Employee Japan Wide
2.EBBK Activity X 44#8 Off Base Applicant
Commander, U.S. Naval Forces, Japan, Human Resources Office, Yokosuka,
Information/Administrative Services and Training Division,
Administrative Services Office (Code NO1CP551) .
gj] ﬁtﬁ Fﬁ' Working Place *ﬁgﬁgﬂi 5E BT Tom ari-cho, Yokosuka %E Fﬁ o E ﬁ Type ofEmployment
MLC
i.%j]ﬁﬂ#ﬁﬁ Work Schedule (5@ 40 B hww) B FRBI Regular [ FFRAN Inegier | HA O HpT
%J]Z%E Work Dans Mon - Fri ' 0O % Permanent
ENFERSR - ARRE Work Hours/Recess Period 0800-1645/1200-1245 ® FE% Limited Term (4 » 8 Months )
O 7% #) Night Shift O %% Overtime O Hi3R Business Travel

6.1 A A Duties
Picks up mail at appropriate location by HRO official vehicle. Distributes outgoing correspondence to central distribution point. Maintains HRO

assigned official vehicle, coordinates use and processes requests for other official vehicles. Administers HRO reserved parking programand
building security. Conducts quarterly and yearly key inventories and schedules lock maintenance when necessary. Is responsiblebraccunulation
ofsupply requirements ffom HRO divisions and subsequent purchase and distribution ofthose supplies. Maintains stock ofstandard officesupplies
and issues it to employees as requested. Maintains computer-based suspense system for Human Resources Office.

1T.EHREH B IE&EH Qualification /Physical Requirements

a. One year ofspecialized experience in the same line ofwork at the next lower level OR completion ofaccredited college/university.
b. Skill in operating personal computer such as Microsoft Word, Excel and Access.

c. Skill in operating an ordinary vehicle.

d. Ability to read, write and speak English at fluent proficiency level (LAD-3).

*An applicant who does not fully meet the qualification requirements stated above may be hired at a lower grade level.

* A handicapped applicant may be accepted, depending on the degree and kind ofdisability.

i;‘?:iujj English Language Proficiency : D LZ\EE L None D *)]ﬁ‘& Basic D EFI%& Intermediate & Jlﬂ‘;& Advanced D ##Eﬁa)'ﬁléjj Exceptional

£ PE Educational Background : N/A | G EFEE 1€ T i License/Certificate Required : 7/8 ¥Z5 B8 See blocks 7 & 8
8.12H 9 % ¥ M Application and Associated Documents B R 5

Working Condition

*B 22 & it 3 A #E Application for Vacancy Announcement (HROY Form 1) http://hro.cnfj.navy.mil
*B B PR 75 $2 E & Resume of Specialized Work Experience (HROY Form) http://hro.cnfj.navy.mil
*MEE A (X Complete * in 0 HAFE T Japanese X EFET English 0O €5 5 T4 Either

X EEDRENZIBHAT 5L DDE L Copy of English Proficiency Certificate

X BEHEFELDE L Copy of Driver's License

X 30 AtIFZBET L. WEEDEHERS I KA ZELVRIEAHE (12cm x 23.5cm)
12cmx 23.5cmEnvelope with Applicant’s Zip Code, Address, Name and an 80-yen stamp (MPS is not accepted.

B LV& 5k for Job Inquiries {8 i 5& Office to Submit E M E R For Official Use
- HLEE HBYE SR Offce T238-0015 M| RIRAE TIEET 1 Fith PD No.:
COMNAVFORJAPAN, HRO Yokosuka | 1 banchi Tomari-cho, Yokosuka CNFJ-N01CP-550-008-LT
Info/Admin Services and Training Branch | Bt BB A S NS ERE (HRO) PD is accurate and current.

Attn: Ms. Watanuki COMNAVFJORJAPAN, Human Resources Office Yokosuka | Certified by Activity:

© 046-821-1911(P#R/Extension2438178 | (R 0), MLC/IHA Employment Office (Code 511A)
B046-821-1911  (FI#%/Extension) 243-8153 HRO at4/7 so4/7 ey

EEIEZHRZ L TWEWNMEE EBEDORRIZAEY £ A, Incomplete applications will not be processed.
RESNFICHEEHHIEHBIRL LEEA Submitted applications will not be returned.



